
From:  Commanding Officer
To:    Rank First Name MI Last Name MOS USMC/R

Subj:  NOTIFICATION OF PROMOTION DELAY

Ref:   (a) MARADMIN XXX/XX
       (b) 10 U.S. Code
       (c) SECNAVINST 1420.3 (1stLt and above), 1412.11 (WO, 
           CWO, and LDO), or 1412.6_ (2ndLt) 

Encl:  (1) Acknowledgment of receipt 

1.  Per reference (a), you were scheduled for promotion to the grade of [grade] on [X Month 20XX].

2.  Prior to the release of the promotion authority, you [explain basis for delay, e.g. received nonjudicial punishment for disobeying a lawful order and fraternization].

3.  After careful consideration of this information, your promotion has been delayed pending a determination of whether you are mentally, physically, morally, and professionally qualified for promotion.  This action is being taken in accordance with references (b) and (c).

4.  You are entitled to submit matters for consideration in response to your promotion delay.  You may submit matters now or you may wait until all disciplinary and administrative proceedings are completed.

5. Enclosure (1) is an acknowledgment of receipt.  Please note your decision and return this acknowledgement upon receipt of this letter.  Enclosure (1) and any statements you wish to submit should be addressed, via your chain of command, to the Commandant of the Marine Corps (CMC) (JPL), Headquarters, U.S. Marine Corps, 3000 Marine Corps Pentagon, Washington, DC 20350-3000.  Any statement or information you wish to provide must be submitted within 10 calendar days of receipt of this letter.  For any questions regarding this matter, please contact your command’s OSJA at (XXX)-(XXX)-(XXXX), and if you are represented by counsel, you should direct your attorney to contact your command’s OSJA on your behalf with any questions.
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